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Next Steps: Your Repository from Set-up to Launch
Welcome to the Digital Commons community!
This document outlines the next steps in setting up, launching and developing your Digital Commons
institutional repository and publishing program. It serves as a general guide and provides common best
practices that new repository administrators will want to take under consideration. Your repository is fullysupported, and you can contact us at any time. We’re always happy to answer technical questions and to
provide advice about policy, collection development, and outreach strategies.

Repository Set-up
Bepress’s Consulting Services sends you the site set-up and customization forms. The Digital Commons
Repository Customization Guide gives more detailed information on how to fill these out.
 Name your repository.
This may inform your choice of URL, so it is often useful to establish the name early on.

 Establish a primary contact.
It’s useful to have a point person for the repository who can liaise with Consulting Services and keep tabs on all
projects.

 Know who your technical contact is.
Consulting Services will need to know the URL you would like to use and may need to contact your tech team to
create a DNS entry.

Repository Design
Bepress’s Consulting Services team schedules a conference call with you to review the
site set-up and customization forms.
 Include others in the design conversation.
Make sure that all of your repository stakeholders are present and included in the design creation, review,
and approval process.

 Identify any branding guidelines for your institution.
Involve your institution’s marketing or communications department from the beginning, and be aware
of any design requirements for webpages and collateral associated with your institution.

 Decide who will provide the final design sign-off.
This person will review design proposals and provide final approval of designs.

Return your completed site set-up and customization forms to Consulting Services to begin the design process.

Content
Bepress’s Outreach and Scholarly Communications team schedules a conference call with you to talk
about content development and outreach strategies.
 Include other stakeholders in this initial content discussion.
This is a great opportunity to include your dean, director, or department heads in the conversation about repository
content. Often, these administrators can open doors to new content and supporters.

 Be open to the continuum of scholarly content.
Consider conference proceedings, image collections, electronic theses and dissertations, and special collections in
addition to published faculty articles. You might be surprised at what content generates the most traffic!
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 Establish guidelines for deposit.
Decide whether you will provide mediated deposit for authors, and what services that will entail. Determine some
basic guidelines for deposit, such as what types of content you’ll include and whether you’ll accept metadata-only
entries and embargoed content.

 Identify potential “seed” collections
Many IR managers start off with a couple of focused collections from specific departments, centers or faculty
members. It helps to identify “low-hanging fruit” through an environmental survey and to meet in person with
individual faculty or departments that will contribute that seed content.

 Begin to think about how you’ll organize and showcase content.
Though many IRs start with just a few “seed” collections, it’s always helpful to have an organizing principle to guide
the overall structure of the repository as it grows. For instance, will you showcase content by department, college, or
even by subject? Browse some of the other Digital Commons sites to get ideas.

Approve your repository design. At this point, bepress will begin the process of making the repository live.

Site Training and Launch
Bepress’s Consulting Services schedules an administrator training with you.
 Attend a series training.
Consulting Services will demonstrate the basics of submission management in Digital Commons by providing a series
training on a demonstration site.

 Find others to help you get and post content.
Determine a workflow for gathering and posting content. Do you have work study students who can help you?
Journal editors? Liaison librarians? Let us train them for you.

 Capture rich metadata.
Metadata is useful, so capture it! Your Consulting Services representative can help you determine how to best map
your metadata to Dublin Core for harvesting.

 Explore the resources available to you.
Participate in the Digital Commons Google Group to find out what other subscribers are doing. Find reference
material, promotional collateral, and informative papers and presentations at http://digitalcommons.bepress.com/
reference/. And continue to ask questions—Consulting Services and the Outreach team are always happy to help!

Bepress makes the repository live.

As You Move Forward
Continue to be in contact with Consulting Services as you develop new collections.
 Get the word out to your campus community.
At the start, nothing beats one-on-one conversations. Bring your liaison team on board to talk to faculty, students,
departments, centers, or other units. Take every opportunity to present about the repository—department meetings,
brown bag lunches, etc.—and craft e-mail campaigns and leave-behinds.

 Demonstrate success.
Collect qualitative and quantitative measures of success as you go. Pull regular usage reports from the system and
check your traffic via Google Analytics. Compile an annual report showing the progress and growth of the repository.

 Give feedback to your stakeholders.
Send regular reports to deans, directors, and department heads. Make sure e-mail addresses are entered for all
authors so they will receive monthly download reports.

If you have any questions or concerns please call or email bepress Consulting Services.

   Call (510) 665-1200 ext. 2   Email support@dc.bepress.com
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